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Whatyou'll'need before initiating an
Agreement in CAR!

CAR Access -

a. e the € Ragueaesi Foprr
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h.) Schedule CAR tramm contace CAR Adninisrziior
c.) CAR Instruction Manuzal -
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http://car/default.aspx

~ Project Contacts/Team Meambey
1.) Project Manager

2.) Finance (always the PM)
3.) R/W (always John Ecldhards) Sl
4.) Any Team Meaember you would lilce ko paview i
Agreement *
5.) Entity and Entity Point of Conizc

A
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~ Scope of Work - Purpose of the #
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1.) What type of Project is the Adgeacmmani foi:

2.) What does the Project consist of

DESION Procurement

EONSHUCHON Installation

PDesign ¢ Construction Procurement & Installation
Vaintenance T
3.) Project Location (L.e, Milepo:
4.) Who will administer the Proj
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HOWDO | INITIATE A NEW
AGREEMENT IN THE CAR SYSTEM?

he intranet, type in , CLICK on
dovimloadssihortcut, CLICK on DASHBOARD, select ADD
AGREEMENT.

- & 1o - Page ™

Comprehensive / : . 7/22/2014 =
Agreement Welcome Anita Colebrooke! Current Environment: =
Resource K 10:17 AM

4zg

Dashboard | Document Search
Entities & Contacts
Add Agreement
Search

wnload Shortcut

MNon-Urgent Messages

*  We have a DUNS number website so you can locate the DUNS number. DUNS number refers to a unigue nine-digit Data Universal Numbering System

(DUNS). The website will email you the number very quickly. http://mycredit.dnb.com/search-for-duns-number/

* Project Managers - At the request of JPA, if available, please attach "SCOPE OF WC and TIP/STIP documentation to your agreements. We appreciate
all tha

* Need He act Jeff Ai i . j j or he A ink hig


http://car/
http://car/
http://car/
http://car/

select the type of Agreement
“RO

& ADOT - Comprehensive Agreement...

Comphenslve 77 = = — 7/22/2014
A DD Agreement Welcome Anita Colebrooke! Current Environment:
(] Resource 12:35 PM

Dashboard = Document Search

Add New Agreement

ADOT Project Number Agreements N Non ADOT Project Number Agreement Datalink Agreement

ADOT Project Number: Datalink Company:

Add Agreement




ave a Project No., enter &
he PrOJect Number from the
drop-down list.

ment... | fi -

comprehenslve 5 : 712212014
A DDT Agreement Welcome Anita Colebrooke! Current Environment: =

Resource 12:35 PM
‘:g

Dashboard Document Search

Add New Agreement

ADOT Project Number Agreements J Non ADOT Project Number Agreement < Datalink Agreement

ADOT Project Number: Datalink Company:



i3 Project No. is not associated with
-

e Agreement, select Non-Project
Agreement, and click on Add
Agreement.

/~ ADOT - Comprehensive Agreement Resource - Microsoft Internet Explorer provl
@@ - ldb htip: /fcar /Agreements/AddAgreement.asp

File Edit View Favorites

Tools Help x “iConvert v~ PoSelect

i« Favorites | =3 €| Free Hotmail 2] Web Slice Gallery «

& ADOT - Comprehensive Agreement...

S > B -
Comprehensive
A I BN Agreement

- Welcome Cynthia Childers!
esource

>

= v Page ¥ Safety ¥ Tools ¥ @~

Current Environment:

.8

Dashboard Document Search

Add New Agreement

ADOT Project Number Agreements

Non ADOT Project Number Agreement =2
ADOT Project Number:

Datalink Agreement

Project N

Number

Datalink Company:

Company Name

Add Agreement
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NonProjae

SICIKR0N Agreement Category and select

YVPEWwIFAGgTeement from the drop-down list.

# Non-Project f2 v B) v =)@ v Page v Safety v Tools¥ @v >

Comprehensive =
A DDT Agreement Welcome Cynthia Childers! Current Environment:

Resource -
‘:g

Dashboard  Documer

Agreement
Non-Project

L:
Initiated Date: Executed Date: Closed Date:

Submitted Date Last Modified Date: Status:

Duration: \ AG Contract #

Scheduled Close Date: Related MOU/Other: Internal Agreement #:

Statutory Type:

Certification Acceptance: Abandonment:



& [\on-

Agreement
( ] Resource 4

Dashboard  Document Search

Agreement
Non-Project

Initiated Date: Executed Date:

Submitted Date: Last Modified Date

Duration: I:l AG Contract #: I:l

Scheduled Close Date: Related MOU/Other: Internal Agreement #:

| L

Statutory Type:

10
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appropriate.

# Non-Project Biw Bl - Um=mw Page™ S ~ Tools~ @~ >

Comprehensive / - Y
/.\DDT Agreement " J Welcome Cynthia Childers! =
esource )

Dashboard  Document Search

Agreement
Non-Project

Initiated Date: Executed Date:

Submitted Date: Last Modified Date:

Duration: |:| AG Contract #: |:|

Scheduled Close Date: Related MOU/Other: Internal Agreement #:

| |

Statutory Type:

Certification Acceptance: Abandonment:

o 1RO Additional Details and select as

11



JIgifrom the drop-down list.

& Mon-P fil v Bl v L =~ Page~ S

oA ct
g Comprehensive
AD . i &l . hia Childers! Current Environment:

SITY

fety  Tools ~ @~ >

Dashboard  Documer

Agreement
Non-Project

Initiated Date: *MAIRT RAR e . Closed Date:

Submitted Date: 7890 DISTRICT BLUE Status:

Duration:

Schecduled Close Date: Related MOU/Qther: Internal Agreement #:

|

Statutory Type:

Certification Acceptance: | Abandonment:

BINGKSON Originating Org and select your

12



 Non-Project | @8 v Pagev Safety v Tools¥ @v >

Comprehensive

ADDT Agreement Welcome Cynthia Childers! Current Environment:
Resource ——

‘Zg

Dashboard  Document Search

Agreement
Non-Project

Initiated Date: Executed Date: Closed Date:

Submitted Date: Last Modified Date: Status:

Duration: | AG Contract #:
Scheduled Close Date: Related MOU/Other: Internal Agreement #:

Statutory Type:

Certification Acceptance: Abandonment:

13



& MNon-Project:
Agreement

Non-Project

Agreement ston et

Initiated Date:

Submitted Date:

Statutory Type:
Certification Accep
County:

“ Program Manag

=

| aration .luricdictinn- Full Riciht of Wav

Agreement Number:
JPA-14-0004626-1

Summary  Approvals

Executed Date:

Last Modified Date:

Abandonment:

Division Reference #:

Org:

JOINT PROJECT

Bi~ B ~ sty * Tools » @~

Ik v Page™ S

Documents
Closed Date:

Initiated

Status:

Phone:
(602) 712-7785

Division:
ITD

Mail Drop:
637E

ADMINISTRATION

Lacation Off ATIS Man

Mat Open to Public Drivina

Parfial luriscicfion

14



& Non-Project

7883

Statutory Type:

AVONDALE v

Certification Acceptance: |

County:

Program Manager:

Location Jurisdiction:

|| Full Right of Way

Non-Project Type of Work:

Abandonment; | |

Division Reference #:

Org:

|| Location Off ATIS Map

Division:

| | Not Open to Public Driving

Phone: Mail Drop:

|| Partial Jurisdiction

| Initiate || Cancel Changes |

15



# Non-Project

Scheduled Close

Statutory Type:

Certification Acceptance: Abandonment: | |

County: | Division Reference #:

Program Manager: Org:

Location Jurisdiction: Full Right of Way Location Off ATIS Map

Non-Project Type of Work:

Division:

Not Open to Public Driving

Phone:

Partial Jurisdiction

Initiate ||

Mail Drop:

=

Cancel Changes |

right

16



—
% Non-Project

Comprehensive
ADD Agreement / Welcome Korina Lopez!
Resource
Dashboard  Reports Document Search  Administration

Agreement
Non-Project

Agreement  Contacts Llocation Budget Summary Approvals Documents

Initiated Date: 132 Executed Date: Closed Date:

~ Page~v Safety~ Tools~

Agreement Number:
IGA-14-0003928-

Submitted Date: Last Modified Date: 132014 34735 P Status:

HMairtzrance

* Program Manager: OINT PROJECT ADMINISTRATION v Phone: (802)712-8753 Mail Drop: B37E
Location Jurisdiction:  RilltightofVay  locathnOff ATIS Hap Opento Public Dibing PartalJurkdiction

Non-Project Type of Wodk:

Grant Number
Grant Num ber

o recorcks o lisphy;

+ Add Grant Number

Mo racorck to disphy

+ Add Comment

Admin Notes to Processor
o 2 P

+ Add Admin Notes to Processar

Multiple Agreement g Delete || Cancel Changes

17



NOYITH-JOEC]

SN eSOTIRIE Contacts tab. Under External Entities enter
anel selack 5} Entity from the drop-down list, CLICK
zielel, Upielap CJ Atects, enter and select Internal Contacts
an o EontactWpes; CLICK add for each one.” Enter and

i contacts and Contact Types, CLICK add

foreach one.

urrent Environment: TEST @-L

Agreement Number.
IGA-14-0003928-f

DDDDD

*A Finance contact (PM), a Right-of-Way contact (John Eckhardt) and an Operational Contact (Program Manager) are ALWAYS required in
Non-Project Agreement requests.

18
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SINeKe0N the Budget tab. Enter and select
AINEUEGET information, if applicable.”

& ADOT - Comprehensive Agreement Resource ) v ) - =~ Pager Safety~ Tools~ @~
Comprehensive ) ) 1111412014
Agreement Welcome Korina Lopez! Current Environment: TEST QL &
() Resource e

Dashboard  Reports  Document Search  Administration

Agreement

Agreement Number:
Budget

IGA-14-0003928-
Agreement  Contacts Location Budget Summary Approvals Documents

| s | cancel |

Amount Percentage CFDANum ber Comment
Percentage
Received Date

Grant Type Funding Source Amount Percentage NFAAmount Comment

Vendor Code Address Index Address1

*Non-Project IGA/JPA requests will not have a budget associated with the Agreement. IGA/JPA’s require an ADOT Project No. if there are
funds being exchanged.



sl on the Summary tab. Review and

4 g

vergiyathat all information entered is

dccurate.

Comprehensivi
reement

e
/ VWelcome Korina Lopez! Current Environment: TEST
Resource

Dashboard  Reports  Document Search  Administration

Agreement Agreerment Mumber:

Summary 1GA-14-0003928-1

Agreement  Contacts

Documents

location  Budget Summary  Approvals

Agreement Humber- Men-Froject Requester- Korina Lopez
Processor:

Initiated Date: Executed Date: Closed Date:

Submitted Date: Last Modified Date: 11/1412014 Status: Initiated

Category: Type: Maintenance Additional Details Type: Landscaps

Originating Org. -JOINT FROJECT ADMINISTRATION Pool Fund: False

Internal Agreement # AG Contract Number: Lead State:

Scheduled Close Date: Related MOU/Other: Duration:

Statutory Type: Statutory Description Information Exchange

Certification Acceptance: Abandonment Superseded By:

ARRA: Division Reference #:

Non-Project Type of Work:

Program Wanager. A Phone:
Mail Drop:

Agency Name Description
A LIKELY STORY WWW ALIKELYSTORYTSS.COM

Hame Agency Email Office Phone  Eax Contact Type
Allan Petillo Allan Petrillo - Excalibur Publications ‘apetrillo@earthlink.net 520.575.9057 Busin Contact
Kerins Lopsz Intermodsl Transpertation Division KLopez2@szdot.gov 123132 Finanes

Korina Lopez Intermodsl Transpartation Division KlLopez2@szdot.gov g 802.712.3132 ‘Operstional
Korins Lopez Intermodal Transportation Division KLopez2@szdatgov 28 122132 RightofWay

Route Name Beain Milepost jin Offset End Milepost End Offset
Interstate & M033 0.0000000000 0.0000000000

pant 1 PDF

21
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@& ADOT - Comprehensive Agreement Resource

Comprehensive / )
A DD Agreement Welcome Korina Lopez!
() Resource

Dashboard  Reports  Document Search  Administration

Agreement
Approval Override

Subm itter
Huttim ocks | Pl nning D
Diractor

Status

Initi

Agreement  Contacts Location Budget Summary Approvals Documents

v Page~ Safety~ Tools~ @}lv

11/14/2014

Current Environment: TEST @-- 9:16 AM

Agreement Number.
IGA-14-0003928-

Executed By
orina Lopsz

22



) J oad exl

Jocuments

Comprehensive
A DDT Agreement Welcome Korina Lopez! Current Environment: TEST
() Resource
Dashboard  Reports  Document Search  Administration

Agreement Number:
1GA-14-0003928-1

*See CAR Manual for detailed instructions for uploading documents.

23



NeXn |'|”’)_j”’ [

i@l ormation entered is complete and
CONIECIWOlNare ready to SUBMIT your request.
REL L J erErAgreement tab, CLICK Submit at
e bottomright corner of the page.

f you need tomake changes or need
itional information; CLICK Save Changes,
J 3 note of the Agreement Number and
et to the Agreement at your convenience.
Ifhe"Agreement must be SUBMITTED before
your initiated request can be assigned. As
Submitter this is your final step, once the
Agreement is submitted you will have read-
only access to your Agreement.

24



AYIEEENNEGuEsLwIll be sent to the Agreement Administrator for
rEviewEandrEpprovals If approved, the Agreement will be assigned

LOIA IO CES SO AT
REqUESTa

Took + @

omprehensive
rrrrrr e Current Environment: TEST

Agreement it Number:
IGA-14-0003928-

Initiate

MINISTRATION Division: ITD. Phone: (802)712:8753 Mail Drop: B37E



lo lm'ur-» and Submlt a PRO_IECT

26



- Preojae

WNce the Project number is entered
eLICK Add Agreement.

-
- | deh -

7/22/2014
12:35 PM

4zg

Welcome Anita Colebrooke! Current Environment:

Comprehensive
( ] Resource

Dashboard Document Sear

Add New Agreement

ADOT Project Number Agreements / Mon ADOT Project Number Agreement & Datalink Agreement

ADOT Project Number: Datalink Company:

Add Agreement

Done ¥ cal intranet

27



CLIT'K on the Agreement Category and
SEIECINYpe of Agreement from the drop-
J

:
!].)WI] [STH (, fle[ds with a red asterisk are

uwed flelds)

|8 Prodect i = - Page v Safety ¥ Tools ™ @~
Agreement B
Froject

Internal Agreement # I:|

Abandonment |

Laocation Full Right of Way | |Location Off ATIS Map Mot Open to Public Driving | IPartial Jurisdiction

|| Cancel Changes |

28



OTAProject from the drop-down list.

ct
Agreement

Project

Duration

Through

nent ||

[ IFull Right of Way ocation Off ATIS MV ¢ nk tial Jurisciction

BN G0N Agreement Type, CLICK the type

29



[}
4

& Jomm o Page v Safety v To

Dashboar Document Search

Agreement
Project

Ict

ngth Program

onment:

Location Off ATIS Map Not Open to Public



Jrgifrom the drop-down list.

ct ‘ - B O & - Page~ 5
Agreement
Project

onment: ||

| Full Right of Way | Location Off ATIS Map F t Open to Public Driving rtal Juriscliction

|| Cancel Changes

NGKS0N Originating Org and select your

31



WGKSoNn the Information Exchange and
(ENO% (Only Datalink Agreements
axchange information.)

»

v ¥ Tools ™ @~

fi - B o @ - Page™ S

Agreement
Project

Initiated Date

| Full Right of Way || Location Off ATIS Map Mot Open to Public Driving | Partial Jurisciction

| Cancel Changes

32



FProject

brmitted Date

Full Right of Way

ment:

Location Off ATIS Map

Mot Open to Public Driving

Partial Jurisdiction

| Initiate ||

Cancel Chang

33



|'I/')J’|r|r |

TOMPeris assigned (see middle of
page)idandia list of tabs is added.

e

& Project

‘n, - Y gy - lage Safed
Comprehensive = =
A DDT Agreement Welcome Anita Colebrooke! Current Environment:
. Resource

Dashboard Document Search

Agreement
Project

Agreement Number:
JPA-14-0004574-1

Agreement  Contacts Project Budget Summary Approvals Advantage Search  Documents

Internal Agreement #:

AYTerclicking Initiate, an Agreement

34



ter pertinent Project details in the

& Project Zp v ) - 0 = v Pagev Safetyv Tools+

Comprehensive = 12/4i2014
/.\ DD Agreement Welcome Korina Lopez! Current Environment: Production s

Resource 4

Agrgemeni Agreement Number:
Project

JPA-14-0004574-1

Agreement  Contacts Project Budget Summary Approvals Advantage Search  Documents

Initiated Date: Executed Date: Closed Date:

Submitted Date: Last Modified Date: T2 35357 PR Status:

cation Acceptance: ~Abandon

Logation Jurisdiction: Fullbightofvay  lowtonOff ATISMap  HatOpsntoPublic Diking
Grant Number

deph;
+ Add Grant Num bs

Comment
.

+ Add Comment

Admin Notes to Processor

+ Add Admin Notes to Procassar

Multiple Agreements:

Delete || Cancel Changes

35



C (
SCIEGRIIENNTTY, from the drop-down list, CLICK add. Under
OHtEGESENTEr: and select Internal Contacts and Contact
Iy pPEsHEIHEKsadtior each one.” Enter and select External
EONaCtS) ﬁ jdf@ontact Types, CLICK add for each one.

NS eOTIRe Contacts tab. Under External Entities enter and
alac
C

T,

& ADOT - Compr t -8 7 @ - Page ™ Safety ™ Tools¥ @~ 7

-]
Dashboard Document Search

Agreement

Agreement Number:
Contact

JPA-14-0004574-1

Agreement  Contacts Project Budget Summary Approvals Advantage Search  Documents

Contacts

Contact Type

*A Finance contact (PM) and a Right-of-Way contact (John Eckhardt) are ALWAYS required in Project Agreement requests.

36



CLICK on the Project tab.
Hsentormation will be pulled from the AIDW. Enter
A etering Information’. Enter other information if
available.

ympreher h-8 1 ® v Page ™
Agreement
Project

Agreement Number:
JPA-14-0004574-1

Agreement  Contacts Project Budget Summary Approvals Advantage Search  Documents

<+ Add Another Project
Adot Project # Route Name Begin Milepost Milepost Offset Project Length Miles

SZ03403D 00000 0 1L

Details of Adot Project # SZ03403D

. :STIP Nu.mﬁe. : njeclMamﬁgem.em; .

Advertisement Phone: (602) 712-6961
ARRA Funded:
Date:

Indemnification &
Division Reference l:l

Ins Reqs:
#

Mail Drop:  614E

ProjectIn Litigation:

Administering Information

Construction: Design: Maintenance:

Right Of Parcel Number:

Type Of Work: SYSTEM PRESERVATION (ENGIMNEERIMNG)

rk Description: Design Phase

Projec 5 CITY OF HOLBROOK, I\

Contract Number

+ | Add Advantage Contract

37



CLICK on the Budget tab.

#® ADOT - Comprehensive Agreement... | i - B T # - Page v Safety v Tools~ @~ 7

Dashboard Document Search

Agreement
Budget

Agreement Number:
JPA-14-0004574-1

Agreement  Contacts  Project Budget Summary  Approvals Advantage Search  Documents

ADOT Project # Route Name Begin mile post Offset Project Length
SZ03403D Unknown

Budget Details

Amount Percentage CFDA Number Comment

*Do not combine phases, include only design funding under Design and construction funding under Construction. Do not enter commas

and/or decimals.

SNtersomading information for EACH phase by clicking on the
Apyrupria"‘ phase (Design/Construction), if applicable.”

38



(Budget tab cont.)
HITEr N mgyresponsibility information, as required, for each phase and for each
PariaPatngEgency S CLICK on each ADOT Project No. and enter the funding for that
PHASEROT VAT TTIICIPlesphases exist, do the same for each. Select the CFDA No. from
-ypicaily 20.205 for design and construction Projects.

e —— —— ;

% o- B ) @ - Page~ Safety v Toolsy @~ 7

& ADC A il
Comprehensive / E _ 7222014~
A Do ' Agreement Welcome Anita Colebrooke! Current Environment:
(] Resource 4 3:35 PM

i
it

Dashboard  Document Search

Agreement
Budget

Add Federal Aid | x}

FHWA -]
sgreement cortactsprojc

C L 1 20.205 =)
ADOT Project # Rout Comment:

57034030 Unkn|

Budget Details = v
9 | Insert || Cancel |

Amount Percentage CFDA Number Comment

Add Local Funding

Vendor Name

|+ Add Vendor



eLICK on the Summary tab.
mewsand verifty that all information
oNtered is accurate.

b - B | & - Page”

Agreement

Agreement Number:
Summary

JPA-14-0004574-1

reement  Contacts Project Budget Summary Approvals Advantage Search  Documents

Agreement Number: JPA-14-000457 4 Project Requester:
Processor:

Initiated Date: 4 Executed Date: Closed Date:

Submitted Date: Last Modified Date: fi 4 Status:

Category: Type: Design, Construction, Maintenance  Additional Details Typé

Originating Org: 9170-JOINT PROJECT ADMINISTRATION Pool Fund:

Internal Agreement #: AG Contract Number: Lead State:

Scheduled Close Date: 014 Related MOU/Other: Duration:

Statutory Type: Statutory Description Information Exchange

Certification Acceptance:  False Abandonment a Superseded By:

ARRA: False

Agency Name Description

Sedaona City of 046516 832079 City of Sedona

40



]’|’r)Jr C.

S CK on the Approvals tab to view
Agreement status.

#
ot

& - Compr ;
Comprehensive 5 5
ADDT Agreement Welcome Anita Colebrooke! Current Environment:
(] Resource

Dashboard  Document Search

Agreement
Approval Override

Agreement Number:
JPA-14-0004574-1

A ment  Contacts Pri rovals | Advantage Search

' Submitter Agreement Administrator Or Finance

Processor
Multim odlal Planning Division Risk Managem ent Infrastructure Protection
Director

Status Executed By Comment

41



I””)J‘" 1

0N the Advantage Search tab to view
Project Budget information.

= E3

— & - B 1@ - Page ™ S

®
Comprehensive = = 712512014 =
AD Agreement Welcome Anita Colebrooke! Current Environment: ——
® Resource 228 PM

sty ¥ Tools ™ @~

Dashboard Document Search

Agreement
Advantage Search - PRBL

Agreement Number:
JPA-14-0004574-1

ment  Contacts Project Budget Summary Approvals Advantage Search  Documents

Adot Project # Route Name Begin mile post Offset ‘ Project Length

00000



”(}J((

el ICK on the Documents tab.
Jploadexhibits, scope of work and other
dOCOMeEnts pertaining to the Project.”

& ADOT - Comprehensive Agreement. .. thi - B 1 & - Page~ Safely v Tools~ @~ 7

Comprehensive . | 712212014

ADDT Agreement Welcome Anita Colebrooke! Current Environment: S
® Resource 2:25 PM
".g

Dashboard Document Search

Agreement
Documents

Agreement Number:
JPA-14-0004574-1

ment  Contacts Project Budget Summary Approvals Advantage Search Documents
o

*See CAR Manual for detailed instructions for uploading documents.



|'I”’)j"’ 'i

mleEmation entered is complete and correct,
ANENEE0Y, T SUBMIT your request. Return to
Agreement tab, CLICK Submit at the bottom
FAghticorner of the page.

ifyourneed tormalkechanges or need additional
ioEnation, CLICK Save'€hanges, make note of the
Agreement Number and return to the Agreement at

your convenience. The Agreement must be

SU”J\/JJTJ‘ D before your initiated request can be
Submitter this is your final step, once
nt IS submitted you will have read-only
access to your Agreement.

44



WHENINERUY Lo proceed, CLICK Submit. If any required information is
TISSINERYou will get an error message. (All errors must be
EIEAIEUNIETorre Agreement submittal will be accepted.) The
AUreerneneguestwill be sent to the Agreement Administrator for

EvienwsEaneRapproveal. When approved, the Agreement will be
JNECora ProGessoles An e-mail will be auto-generated and sent
Lo the Reqguestor-iihe Processor will contact the PM.

& NonProject P v B) v = v Pagev Safelyr Took~

‘omprehensivi
rrrrrr Current Environment: TEST

reement Agreement t Number.

IGA-14-0003928-

45
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